
Minutes of the Annual General Meeting 

Date: [Date of Meeting] 

Location: [Location of Meeting] 

Attendees: 

• [Name 1] 

• [Name 2] 

• [Name 3] 

• [Additional Names] 

Agenda: 

1. Welcome and Introductions 

2. Approval of Previous Meeting Minutes 

3. Financial Report 

4. Election of Officers 

5. Other Business 

Key Discussions: 

1. Welcome and Introductions: The meeting commenced at [Start Time] with [Chairperson's 

Name] welcoming everyone. 

2. Approval of Previous Meeting Minutes: The minutes from the previous AGM held on 

[Date] were reviewed and approved. 

3. Financial Report: [Name/Title] presented the financial report for the year ending [Date]. 

4. Election of Officers: The following individuals were elected to the Board: 

• [Position] - [Name] 

• [Position] - [Name] 

5. Other Business: Discussions included [Summary of other business topics]. 

Adjournment: 

The meeting was adjourned at [End Time]. 

Next Meeting: 



The next meeting is scheduled for [Date and Time]. 

Minutes recorded by: [Your Name, Title] 


